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Script Name Certification Process Changes 

Script IDs TRI-05.1 

Script Synopsis Users test various features implemented within the TRI-MEweb application.  

Prerequisites A user with a CDX account has logged in to the TRI-MEweb application with access to a certifying official role, the TRI-MEweb application, 
and an associated TRIFID for reporting year 2014.    

Tests Performed Requirements Reference Pages Steps 

TRI-05.1 “Active Certifying Official 
Available” icon [update] 

TRI-056, TRI-056.1  2-3 3 

TRI-05.2 Pending Submissions TRI-014, TRI-014.1, TRI-014.2 4-7 4 

TRI-05.3 Certifying Official Selection TRI-019, TRI-019.1, TRI-019.2, TRI-019.3 8-17 10 
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Test Name Welcome Page: View new “Active Certifying Official Available” icon 

Test ID TRI-05.1 

Synopsis A user shall be able to review the “Active Certifying Official Available” icon status, for when the certifying official is 
ready to certify their form. 

Prerequisites 

 

Role 

A user with a CDX account has logged in to the TRI-MEweb application with access to a certifying official role, the 
TRI-MEweb application, and an associated TRIFID with pending review submissions.  

Certifying Official 

 

 

Processing Steps Expected Results Actual Results Notes Issue Number 

1. Log in to TRI-MEweb.   The “Welcome” tab with 
“Welcome to TRI-MEweb!!” 
page displays.  

 

Note that if you have a 
pending TRIFID signature 
agreement, a pop-up message 
will be displayed upon initially 
logging into the application. 
Click “Cancel” on this pop-up 
to continue with the test script 
if this pop-up is displayed. 

   

2. Scroll down on the “Welcome to TRI-
MEweb!!” page to view the list facilities to 
which you have access to.  

TRIFID summary list appears 
with the following columns: 

 TRIFID 

 Facility Name 

 RY2014 Form Status 

 ESA Status 

 Refresh ESA Status 
button 

 Certify/Cancel 
Submission(s) 

 Figure 5.1  

3. View the “ESA Status” field and notice that 
the “Ready to Certify” green icon doesn’t 
exist and the green “Active Certifying 
Official Available” icon exists instead.  

In the ESA Status list, there 
are no “Ready to Certify” 
icons, only green “Active 
Certifying Official Available” 
icon(s). 

   Figure 5.1  
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Determination: 

 

Pass [    ]        Fail  [    ] 

      

 

Approved By:  

   

Date: 

   

Time: 

 

 

TRI-05.1 Screenshots 

Figure 5.1 (Welcome Page) 
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Processing Steps Expected Results Actual Results Notes Issue Number 

1. After logging into the application, click the 
“Certify” tab.  

The “Manage TRIFIDs for 
Certification” page is 
displayed. 
 

Note that upon initial login to 
the application you may be 
presented with a pop-up 
informing you that your 
account has unsigned TRIFID 
signature agreements. If you 
see this pop-up, you can click 
OK to be directed to the 
“Manage TRIFIDs for 
Certification” page. 

 Figure 5.2  

2. Click the “Pending Submissions” sub-tab 
located under the “Certify” tab. 

“Certifying Official's E-mail 
Address: email@epa.gov“ is 
displayed as bolded text. 
 
“Email not correct?” is 
displayed as a link after the 
certifying official’s email 
address. 
 
Note that the actual email 
address displayed will reflect 
the registered certifying 
official. 

 Figure 5.3  

Test Name  Certification Process:  Pending Submissions 

Test ID TRI-05.2 

Synopsis Certifying Official ready to certify: The purpose of the Pending Submissions page enhancement is to provide a link 
to the user to contact helpdesk when the displayed certifier’s email address is incorrect. 

Prerequisites 

Role 

A user with a CDX account has logged in to the TRI-MEweb application with access to a certifying official role, the 
TRI-MEweb application, an associated TRIFID, and a form that is in progress and ready for certification.    
Certifying Official 

mailto:email@epa.gov


  
 

TRI-MEweb TRI-05 Certification Process Changes        October 22, 2014 
      5 

 

Processing Steps Expected Results Actual Results Notes Issue Number 

3. Click the “Email not correct?” link.  System displays a pop-up with 
the following text: 
“If the displayed certifying 
official’s e-mail address is 
incorrect, please use the CDX 
chat option near the top right 
of the screen during CDX 
hours or contact CDX helpdesk 
before certifying any pending 
forms at  
Phone: (888) 890-1995 (toll 
free) 
E-mail: helpdesk@epacdx.net 
Open Monday-Friday 8 AM-6 
PM Eastern Time” 

   

4. Click the “OK” button on the pop-up.  The pop-up closes.     

 
  

 
Determination: 

 
Pass [    ]        Fail  [    ] 

      

 
Approved By:  

   
Date: 

   
Time: 
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TRI-05.2 Screenshots 
 
Figure 5.2 (Click on “Certify” tab) 
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Figure 5.3 (Pending Submissions Page) 
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Test Name Certification process:  Certifying Official Selection 

Test ID TRI-05.3 

Synopsis Certifying Official ready to certify: The purpose of the “Select a Certifying Official” page changes is to provide the 
user with a Certifying Official Summary table on the “Notify Certifying Official(s) of Pending Submission” page that 
displays a list of certifying officials that have access to the facility with their ESA status. 

Prerequisites 

 

 

 

Role                           

A user with a CDX account has logged in to the TRI-MEweb application with access to a certifying official role, the 
TRI-MEweb application, a form that has passed validation and is available for submission, and an associated TRIFID 
and that supports the following scenario: 

 Has a certifying official 
 Does not have a certifying official   

 
Certifying Official 

 

Processing Steps Expected Results Actual Results Notes Issue Number 

1. Click the “Prepare” tab. The “Select a Reporting Year” 
page is displayed. 

 Figure 5.4  

2. Click the “Select Facility” sub-tab. The “Select a Facility” page is 
displayed 

 Figure 5.4  

3. Select the radio button next to a TRIFID in 
your facility list. 
 
Click the “Forms” sub-tab. 

The “Select a Form” page is 
displayed. 

 Figure 5.5  

4. Select the radio button next to a test form 
that has already passed validation. 

 

      Click the “Transmit” tab. 

The “Overview of Submission 
and Certification Steps” page 
is displayed. 

 Figure 5.6  

5. Click “Next.” 
The “Select Chemical Forms to 
Prepare for Certification” page 
is displayed. 

 Figure 5.7  

6. Select the check box for the test form and 
click “Next.” 

The application displays the 
“Notify Certifying Official(s) of 
Pending Submission” page.  

 Figure 5.7  
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Processing Steps Expected Results Actual Results Notes Issue Number 

7. Validate instructional text at top of page.  The instructional text reads: 
“Please select the senior 
management official(s) who is 
responsible for certifying this 
submission. You may also 
identify one alternate 
certifying official. The 
individual(s) you identify on 
this page is sent an e-mail 
after the submission has been 
transmitted for certification 
informing them this 
submission is waiting 
certification, for 
accessing/creating their user 
account in EPA's Central Data 
Exchange and how to 
complete the certification 
process. Individuals other 
than those listed on this page 
will not be able to certify this 
transmission. 
 
To remove a certifying official 
listed here, click Remove 
button that display for a 
certifying official. 
 
When you’re finished selecting 
your certifying official(s), click 

Next and you can perform 
final review of form or 
transmit form for certification. 
EPA cannot process any TRI 
forms that have not been 
transmitted and certified.” 
 

 Figure 5.8  



  
 

TRI-MEweb TRI-05 Certification Process Changes        October 22, 2014 
      10 

 

Processing Steps Expected Results Actual Results Notes Issue Number 

8. Validate the certifying officials assigned to 
the TRIFID.  

System displays “NOTE: No 
certifying official has been 
nominated for this facility 
account.” if there is no 
certifier assigned to the 
TRIFID. 
 
System displays a table of 
certifying officials if there are 
certifying officials assigned to 
the TRIFID. The table has the 
following columns from left to 
right: 

 

- Name or Certifying 
Official 

- Email Address 

- ESA Status 

- Certifying Official  

- Alternate Certifying 
Official 

- Remove? 

 Figure 5.8  

9. Click the “+Add Certifying Official” button. A pop-up appears containing 
the following fields: 

- Name 
- Email Address 

 

 Figure 5.8, Figure 5.9  

10. Click “Cancel” on the displayed pop-up. The pop-up closes and the 
“Notify Certifying Official(s) of 
Pending Submission” page is 

displayed. 

 Figure 5.8, Figure 5.9  

11. Validate text displayed on bottom of page.  System displays the following 
text below the “+Add 
Certifying Official” button and 
accompany instructional text: 
 
“If your certifying official’s 
email is not correct, please 
contact the CDX helpdesk to 
fix so that CDX email can be 
sent to your certifying official 

 Figure 5.8  
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Processing Steps Expected Results Actual Results Notes Issue Number 

to receive updates about your 
TRI submissions. 
 
Certifying official with a status 
of “Active Certifying Official 
Available” may certify 
pending submission(s) for this 
facility account from their CDX 
user account. You may 
navigate to the 
“Certify>Pending 
Submissions” to view your 
transmitted forms. 
 
Certifying officials with a 
status of “Sign TRIFID 
Signature Agreement” may 
not certify pending TRI forms 
because they still need to add 
their job title and sign their 
TRIFID signature agreement 
form. You may navigate to the 
“Certify>Manage TRIFIDs” 
to add your job title and use 
your access key to create the 
TRIFID Signature Agreement 
form for your facility. 
 
Certifying officials with a 
status of “Sign CDX ESA” 

may not certify pending TRI 
forms because they have not 
processed and gotten approval 
of their ESA nor have they 
signed their TRIFID Signature 
Agreement form. Call the CDX 
helpdesk to inquire about 
status of ESA or how to re-
attempt real-time approval of 
the CDX ESA.” 

 
  

 
Determination: 

 
Pass [    ]        Fail  [    ] 

      

 
Approved By:  

   
Date: 

   
Time: 
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TRI-05.3 Screenshots 

Figure 5.4 (Click Prepare Tab and navigate to Select Facility page) 
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Figure 5.5 (Select a TRIFID and click “Forms” sub-tab) 
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Figure 5.6 (Select form and click “Transmit” tab) 
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Figure 5.7 (Select Chemical to Prepare for Certification) 
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Figure 5.8 (Notify Certifying Official(s) of Pending Submission page) 
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Figure 5.9 (Add Certifying Official) 

 


